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 Contact: Musa Kazmi (Finance Officer) 

Contact: Kevin Edwards (Financial Accountant) 
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Changes since the previous version 
 
This guidance has undergone a significant overhaul since the previous version (v4 2007). In 
updating the guidance we have endeavoured to incorporate feedback from Treasurers 
throughout, and in particular we have consulted the Area Treasurer Sounding Board (ATSB) both 
during the update process and before publication of the guidance on our website. We thus hope 
that you find the guidance to be a significant improvement, especially in terms of clarity, 
relevance and conciseness. 
 
The following major changes have been made: 
 

 Change in format from a printed handbook to a collection of online factsheets. These are 
designed to be ‘dipped into’ when advice on a topic is needed, rather than read from 
cover to cover. 

 New sections on funding and reserves, Unity Trust banking, use of charitable funds, using 
funds effectively and external grant funding. 

 Updates to reflect current practice and regulatory requirements. 
 Overall, a more concise and accessible format. 

 
Please note that this guidance supersedes all previous Treasurer guidance and circulars. In 
future, rather than developing a new version of the guidance every few years it is intended that 
individual factsheets will be updated periodically – each factsheet contains an ‘updated date’ 
allowing Treasurers to keep track of version changes. When significant updates are made a news 
item will be posted on our volunteer website: www.ramblers.org.uk/volunteer. 
 
If you have any suggested amendments or additions to the guidance, please get in touch. 
 
Materiality 
 
Throughout this guidance, please bear in mind the expectation that the higher the value of your 
transactions and balances, the more robust your financial processes and controls need to be. We 
particularly wish to avoid placing onerous administration requirements on low spending Groups. 
 
Useful contacts 
 

Contact Useful for… Details 
Finance team Area and Group finance queries Email: areagroupfinance@ramblers.org.uk 

Phone: 0207 339 8581 
Ramblers staff Volunteer support across all 

roles and Ramblers activities 
Web: See the ‘key staff contacts’ list at 
www.ramblers.org.uk/Volunteer/KeyContacts  

Phone: 0207 339 8500    (central office) 
Charity 
Commission
  

Information on the legal and 
regularity requirements for 
charities 

Web: www.charity-commission.gov.uk 

Phone: 0845 300 0218 

HM Revenue 
and Customs 

Information on tax matters and 
Gift Aid 

Web: www.hmrc.gov.uk    

Phone: 0845 302 0203 
Unity Trust 
Bank 

New account applications and 
general account enquiries 

Web: www.unity.co.uk 

Phone: 0845 140 1000 

http://www.ramblers.org.uk/volunteer
mailto:areagroupfinance@ramblers.org.uk
http://www.ramblers.org.uk/Volunteer/KeyContacts
http://www.charity-commission.gov.uk/
http://www.hmrc.gov.uk/
http://www.unity.co.uk/
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Annual timetable 
 

October November 

Area and Group budgets approved 

Budget appeals process begins (if necessary) 

Quarterly Area funding: payment 1 

Deadline for Group annual returns to Area 

Deadline for Area and Group annual returns to 
central office 

Budget appeals process concludes 

Statutory accounts audit commences 

December January 

Sample testing of Area and Group returns Quarterly Area funding: payment 2 

February March 

Consolidation of Area and Group accounts 
complete 

Audited closing balances advised to Areas 

Results of reserves review sent to Areas 

April May 

General Council 

Quarterly Area funding: payment 3 

Budgeting packs distributed 

June July 
 Quarterly Area funding: payment 4 

Deadline for Group budgets to Area 

August September 

Deadline for Area and Group budgets to central 
office 

Annual return packs distributed 

Central review of Area and Group budgets 

 
Items in blue indicate processes carried out by Ramblers central office.  
Items in green indicate processes carried out by Areas and Groups. 

 
Updated: August 2012 



 
Area and Group finance: overview 
 
FIN003 
 

1 
 

Introduction 
 
The Ramblers’ Areas and Groups are charged with delivering our charitable objectives locally. 
Although much of this work is carried out voluntarily and at no cost to the Ramblers, some Area 
and Group activity requires expenditure to be incurred. Each Area and Group committee is 
responsible for overseeing this expenditure to ensure that it delivers our charitable objectives 
effectively. Areas and Groups also often generate income in order to support charitable activities. 
 
The Treasurer’s role 
 
The Treasurer carries out all financial administration for the Area or Group. This includes the 
recording of income and expenditure, reporting on financial activity to the committee (at 
meetings) and to central office (via the annual return), anticipating future funding needs (via the 
annual budgeting process) and monitoring bank accounts and reserves. 
 
The financial year 
 
 The Ramblers’ financial year runs from 1st October - 30th September. 
 The annual budgeting exercise commences in early summer and concludes in October. 
 Areas are funded by central office at quarterly intervals (October, January, April and July).  

Groups are funded by Areas, generally on a quarterly or twice-yearly basis. 
 Annual returns are submitted to central office (via Areas) between late October and early 

November. 
 
Budgeting and funding 
 
Areas are required to submit an annual budget to central office and are funded on this basis. 
Basic funding for Groups is provided on request through the ‘basic allocation’. Groups requiring 
more than the basic amount are required to complete a budget to justify their request. Once 
budgets have been approved centrally, funding is paid from central office to Areas, which in turn 
distribute this amongst their Groups. 
 
As well as central funding, some Areas and Groups also receive funding from other sources. This 
may be through: fundraising events, sales or advertising revenue from publications, donations, 
grants and legacies. The Ramblers encourages Areas and Groups to raise additional resources 
in these ways, but there are important regulations and legislation that Areas and Groups need to 
bear in mind and comply with when doing so. It is for these reasons that Groups must not set out 
to generate significant surpluses from activities such as coach rambles, holidays and socials. 
Where these activities do take place they are required to be ‘cost neutral’. 
 
Area and Group reserves 
 
Areas and Groups should aim to keep their funds at an appropriate level. There should be 
sufficient funds to cover a certain amount of unanticipated expenditure but if funds are kept too 
high this might be viewed as unnecessary accumulation of cash and fall foul of Charity 
Commission guidelines. These state that funds should be applied to charitable expenditure within  
a reasonable time frame. As a guide, (unrestricted) funds should not generally exceed 100% of 
annual (unrestricted) expenditure at year end (that is, one year’s worth of expenditure). 
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Bank accounts 
 
The Ramblers banks with Unity Trust. This is an independent bank which serves many charities 
and trade unions, and has an ethical code of investment and operation. All Areas and Groups 
should bank with Unity Trust. Groups who do not have a Unity Trust account should contact the 
Finance Team for support in opening an account. Banking with Unity Trust has various 
advantages for the organisation, including the ability to make instant transfers between accounts, 
maximising the interest received and minimising bank charges.  
 
The Unity Trust Bank does not have local branches, but Areas and Groups can operate their 
account(s) through a branch of the Co-operative bank or a nominated branch of the Post Office – 
both of which offer a free cash and cheque depositing service. Alternatively, Areas and Groups 
can nominate a local branch of a high street bank of their choice, however only cash (and not 
cheques) can generally be deposited in nominated banks. Cheque deposits are made by post. 
 
Although Areas and Groups hold accounts in their own names, all money is held on behalf of the 
Ramblers as a whole. In the case of a Group ceasing to operate, all money in the Group's bank 
account(s) is passed to the Area. 
 
Signatories 
 
Areas and Groups often make payments by cheque. One signatory may be sufficient for cheques 
under a specified amount (recommended as no more than £100). For larger amounts, two 
signatories should be required. Groups are encouraged to select at least three or four people 
(who are usually committee members and must be Ramblers members) to act as signatories to 
enable cheques to be signed easily at committee meetings. 
 
The annual return and accounts 
 
Areas and Groups are required to produce annual accounts for presentation at their AGM, 
comprising an income and expenditure account, balance sheet and Treasurer’s report. These 
accounts should be assessed by an independent examiner prior to presentation at the AGM. 
 
In addition, Areas and Groups are required to submit their financial results to central office in the 
form of an annual return, distributed to Treasurers each year. The annual return is required to be 
completed earlier than the accounts in order to allow sufficient time to audit and consolidate all 
Area and Group results for inclusion in our statutory accounts. Groups submit their returns to their 
Area and these are then forwarded to central office alongside the Area annual return. 
 
Whistle-blowing 
 
Although unlikely, wherever money is involved there is always the risk of fraud or 
misappropriation of funds occurring. If you suspect that such activity may be occurring within the 
Ramblers, please report the matter to the Finance team so that we can investigate further. All 
reports will be treated in full confidence. 
 
Contact the Finance team: areagroupfinance@ramblers.org.uk 

Updated: August 2012 

mailto:areagroupfinance@ramblers.org.uk
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Treasurer’s role    
 
The Treasurer has an important role in ensuring that the financial activities of the Area or Group 
are directed towards the charitable objectives of the Ramblers as a whole. He/she ensures that: 
 
 Area/Group income and expenditure is managed 
 proper records of the Area’s/Group’s finances are kept 
 regular financial reports are made to the Area or Group committee, to keep them up to date 

on ongoing income and expenditure, the level of funds held and future funding requirements 
 the annual accounts and Treasurer’s report are completed and independently examined in 

time for the Area/Group AGM (Annual General Meeting) and the annual return to central 
office is completed and submitted by the deadline 

 the Area/Group participates in the annual funding exercise, with the completion and 
submission of a budget for the coming year by the deadline where required 

 the Area/Group maintains sufficient funds to continue its activities for the foreseeable future 
whilst ensuring that funds do not accumulate and remain unspent 

 
In addition, the Area Treasurer also ensures that: 
 
 the above responsibilities are being carried out by Group Treasurers 
 Group annual returns and budgets are forwarded to central office by the deadline 
 Groups are adequately funded 
 Contact is maintained between the Area Treasurer and Group Treasurers 

 
Treasurer activities 
 
Typical activities carried out by the Treasurer are: 
 

 collecting and paying in money (e.g. for coach trips) 
 writing cheques 
 recording receipts and payments in the cashbook 
 filing bank statements, invoices, receipts etc 
 fundraising 
 attending committee meetings and reporting on financial matters 
 completing the annual accounts and Treasurer’s report/annual return 
 organising the independent examination 
 presenting the annual accounts at the AGM 
 discussing funding needs with the committee and completing a budget 

 
The Area Treasurer may also carry out the following activities: 
 
 inducting new Group Treasurers 
 discussing financial matters with Group Treasurers 
 forwarding annual return and budgeting packs on to Group Treasurers 
 reviewing completed Group annual returns and budgets and forwarding to central office 
 passing funding on to Groups 
 making grant or loan applications to central office on behalf of Groups 

 
See also: role descriptions for Area and Group Treasurers. 
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New Treasurers 
 

Note: Area and Group Treasurers are required to be members of the Ramblers. 
 
As a new Treasurer, one of the first things to do is to tell us that you have taken on the role. If the 
changeover took place at the AGM, there is a standard form to be completed to tell us about all 
committee role changes at once. Otherwise, please arrange for another member of your 
committee to inform us of the change. In either case, contact membership@ramblers.org.uk. 
 
A good handover from the outgoing Treasurer to the new Treasurer is very important to ensure 
that all financial processes and documentation remain in place, and to enable continuity in 
financial control and compliance with regulation. In particular, please ensure that any financial 
documentation is complete and logically ordered before the handover. You should receive a 
handover from the outgoing Treasurer, covering (as a minimum): 

 
 what records are kept, including the format of the cashbook 
 the operation of the Area/Group bank account (you will need to contact Unity Trust Bank to 

arrange the changing of bank signatories and key contact details) 
 filing systems currently in place 
 any finance-related policies in place in the Area/Group e.g. regarding volunteer expenses 
 any ongoing projects 
 any restricted funds held and supporting documentation 
 administration of ‘self-funded’ activities (day walks, holidays and socials) 

 
Most importantly, please ensure that financial records continue to be maintained – by keeping a 
record of all receipts and payments and retaining all invoices and receipts. 
 
Areas and Groups usually find it most efficient to arrange this handover at the AGM, so the new 
Treasurer can start in their role straight away. The outgoing Treasurer should be advised to bring 
to the AGM all documents needed, including the form to action a change of bank signatories. 
 
If you require any assistance in your role as Treasurer, the first point of contact for Group 
Treasurers is your Area Treasurer. Otherwise, please contact the central office Finance team. 
 
Treasurer training 
 
Periodically, Ramblers central office organises Treasurer training events to disseminate guidance 
and resources to new or existing Treasurers. Details of any upcoming training events will be 
posted on the news section of our volunteering website at www.ramblers.org.uk/volunteer.  
 
Area Treasurer Sounding Board 
 
The Area Treasurer Sounding Board (ATSB) is a collection of Area Treasurers who have put 
themselves forward to participate in consultations on Area and Group finance matters. The ATSB 
carries out most of its communications by email, telephone and web forum, but also aims to meet 
face-to-face at least once per year. The sounding board is limited to 10 members.  
Vacancies on the ATSB are advertised to Area Treasurers periodically and will be placed on the 
news section of the volunteer website.  

Updated: August 2012 

mailto:membership@ramblers.org.uk
http://www.ramblers.org.uk/volunteer
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Role type: Governance/management 
 

Main purpose of the 
role: 

To oversee the finances of the Area and its Groups. To complete 
the annual budgeting process and carry out ongoing accounting, 
feeding in to the Area AGM and annual return to central office. 
 

What we need from 
you:  An affinity with the charitable aims of the Ramblers. 

 A methodical and organised approach. 

 Numerate and not intimidated by figures. Previous experience 
managing budgets or accounts would be an advantage.  

 A commitment to the need for transparency and accountability 
with charitable funds. 

 Computer-literate: able to manage figures using a spreadsheet; 
contactable by email; comfortable with accessing account details 
on the internet. 

 
What’s in it for you: The opportunity to work as part of a team and take decisions on 

Area expenditure and funding requirements. The chance to work 
closely with Group Treasurers to co-ordinate spending plans. To 
apply and develop your financial knowledge and present financial 
information to others. 
 

Why you are needed: The Area Treasurer is a key member of the Area committee and is 
charged with ‘holding the purse strings’. They are involved in 
planning the Area’s expenditure for the upcoming year and liaising 
with Group Treasurers and central office to direct funding in the 
best interests of the charity. They are also tasked with ensuring the 
accountability of the Area and its Groups through ongoing 
accounting and annual financial reporting. 
 

What you could be 
doing: 

Preparing annual budgets, approving expenditure, paying bills, 
carrying out ongoing accounting, preparing the annual return to 
central office, presenting financial information (including at the Area 
AGM), co-ordinating Group budgeting and accounting, ensuring 
compliance with financial policies and procedures. 
 

Resources: Resources are available on the volunteer section of the Ramblers 
website www.ramblers.org.uk/volunteer. Support is also available 
from the Finance Team at central office. 
 

Contact: Finance Officer (Areas and Groups) 
areagroupfinance@ramblers.org.uk  / 020 7339 8581 
 

 
August 2012 

http://www.ramblers.org.uk/volunteer
mailto:areagroupfinance@ramblers.org.uk
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Role type: Governance/management 
 

Main purpose of the 
role: 

To oversee the finances of the Group. To complete the annual 
budgeting process and carry out ongoing accounting, feeding in to 
the Group AGM and annual return to central office. 
 

What we need from 
you:  An affinity with the charitable aims of the Ramblers. 

 A methodical and organised approach. 

 Numerate and not intimidated by figures. Previous experience 
managing budgets or accounts would be an advantage.  

 A commitment to the need for transparency and accountability 
with charitable funds. 

 Computer-literate: able to manage figures using a spreadsheet; 
contactable by email; comfortable with accessing account details 
on the internet. 

 
What’s in it for you: The opportunity to work as part of a team and take decisions on 

Group expenditure and funding requirements. To apply and develop 
your financial knowledge and present financial information to 
others. 
 

Why you are needed: The Group Treasurer is a key member of the Group committee and 
is charged with ‘holding the purse strings’. They are involved in 
planning the Group’s expenditure for the upcoming year and liaising 
with the Area Treasurer as necessary. They are also tasked with 
ensuring the accountability of the Group through ongoing 
accounting and annual financial reporting. 
 

What you could be 
doing: 

Preparing annual budgets, approving expenditure, paying bills, 
carrying out ongoing accounting, preparing the annual return to 
central office, presenting financial information (including at the 
Group AGM), ensuring compliance with financial policies and 
procedures.  
 

Resources: Resources are available on the volunteer section of the Ramblers 
website www.ramblers.org.uk/volunteer. Support is also available 
from the Area Treasurer and the Finance Team at central office. 
 

Contact: Finance Officer (Areas and Groups) 
areagroupfinance@ramblers.org.uk  / 020 7339 8581 
 

August 2012 

http://www.ramblers.org.uk/volunteer
mailto:areagroupfinance@ramblers.org.uk
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Overview 
 
Areas and Groups are funded by Ramblers central office, largely on the basis of annual budget 
submissions. Areas have discretion over the funding of their Groups, subject to central office 
reviews of consistency in Group expenditure and within the limits of the overall amount of funding 
available to Areas and Groups. 
 
Note that it is the responsibility of the whole committee to consider ongoing funding needs and to 
input into the budget setting exercise. This task should not be left entirely to the Treasurer. 
 
Funding timetable 
 
The funding process starts in early summer when the budgeting packs are sent out to Areas and 
Groups. The process concludes in October when Area funding requests are formally approved by 
central office. The exception to this is if an Area appeals their funding decision: the appeals 
process concludes in November (see section on ‘funding decision and appeals’). 
 
All funding is paid via Areas – Group funding is forwarded by Areas to Groups. Areas are paid 
quarterly in October, January, April and July. Groups are usually paid quarterly or twice-yearly. 
 
Note: Areas should avoid making payments to Groups close to year end (30th September), as this 
may result in problems when Area and Group results are consolidated. 
 
Basic allocation and Group budgets 
 
Each financial year a set amount of funding is available to Groups without the need to complete a 
budget. This amount is known as the ‘basic allocation’. The basic allocation comprises a fixed 
amount per Group plus an amount per paid-up Group member (as at early summer). To illustrate, 
for 2012/13 the basic allocation is £95 per Group plus 85p per Group member.  
 
Groups in need of more than the basic allocation are required to complete a budget and submit to 
Area by the deadline. Where a Group budget is completed, this effectively replaces the basic 
allocation i.e. the basic allocation is not paid in addition to the budget request. Group budgets are 
reviewed at Area level and then at central office. Any central office queries regarding Group 
budgets will be discussed with Area Treasurers. 
 
Group funding (including the basic allocation) is subject to the level of ‘reserves’ held (see section 
on ‘reserves policy’). If a Group has reserves significantly in excess of the target level, their 
funding needs should be reduced accordingly – indeed, no funding at all may be required. 
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Area budgets 
 
Areas are funded entirely on the basis of budgets submitted to central office. Areas need to 
include within their budgets both Area expenditure and Group funding.  
Sponsor Areas of flexigroups should also include flexigroup funding in their budgets. 
 
Similarly to Groups, Areas should consider their reserves levels before making their funding 
request to central office. If an Area requires no funding at all for the year a budget should still be 
submitted to central office in order to provide information on the Area’s planned activities. 
 
Designated funds 
 
The budgeting form allows Areas and Groups to earmark (put aside or ‘designate’) some of their 
anticipated year-end balance for a particular charitable purpose. There are two implications to 
designating funds: 
 

i) the Area/Group is stating that they have funds set aside to cover a particular item of 
expenditure, so central funding will not be provided for this item 
 

ii) the amount of designated funds will be deducted for the purpose of reviewing Area and 
Group reserves levels during the annual reserves review 

 
Note that funds can be designated and un-designated by the Area/Group committee – this does 
not legally restrict how the funds are to be spent. However, funds should only be designated if 
there is a good chance that the planned expenditure will go ahead. 
 
Funds should only be designated for a particular (charitable) purpose over a specified period of 
time (usually up to two financial years). A plan should be in place describing what the designated 
funds are to be spent on and when. 
 
Central review of budgets 
 
As mentioned above, central office carries out a review of Group budgets in order to improve 
consistency in Group expenditure. Any queries arising from this review are discussed with Area 
Treasurers who in turn will discuss the matter with the Group Treasurer if a funding adjustment is 
required. 
 
Central office also carries out a review of Area budgets, to improve consistency of expenditure 
and to approve any large projects planned for the year. 
 
The final element of the central office review considers the affordability of Area funding requests 
as a whole against the budget available. Should the total level of Area requests exceed the 
budget, those Areas requesting the highest amount of funding on a ‘per member’ basis are likely 
to have their budgets scrutinised further and this may result in reduced funding. 
 
 
Please note that we are in the process of devolving responsibility for Scottish and Welsh Area 
and Group budgets to their respective Councils. We shall keep Area Treasurers informed of any 
developments. 
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Funding decision and appeals 
 
Central office communicates its decisions on Area (and indirectly Group) funding requests back 
to Area Treasurers in October, in time for the first payment of the year. An Area may have its 
funding request approved in full or it may have a lower amount approved. In the latter case, 
reasons for the reduction will be provided to the Area Treasurer. 
 
An Area committee can appeal their funding decision in writing to the Chair of the Finance and 
Operations Sub-Committee of the Board (FOSC), giving justification for the higher amount 
requested. FOSC will consider any appeals and notify the Director of Finance and Operations of 
their decision. The Area Treasurer will be advised subsequently (usually in November). The 
decision of the FOSC Chair will be final. 
 
Funding of new Groups 
 
Areas are entitled to a grant from central office to cover some or all of the initial costs associated 
with setting up a new Group, up to a maximum of £100. These grants are awarded on a case-by-
case basis, so please contact us for more information. 
 
Mid-year funding requests 
 
Groups which require additional funds during the course of the year, either because they are 
planning a new project or because their income/expenditure estimates for the year have turned 
out to be too high/low respectively, may approach their Area for additional funding. The Area 
committee may approve the request if funds are available or, if not, may refer the request to 
central office. 
 
Areas may also find that they require additional funding during the year due to unforeseen 
circumstances, and requests should be made to central office. 
 
Any requests for additional funding from central office should be submitted in writing (by email or 
letter) and will be considered in the light of the information provided and the funding which is 
available. It should be noted that funding in addition to that agreed during the budgeting process 
will only be approved in exceptional circumstances where the request is fully justified. Areas and 
Groups which simply ‘run out of money’ may alternatively be requested to reduce their costs for 
the remainder of the year. 
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Reserves policy 
 
Introduction 
 
This reserves policy has been written following consultation with the Area Treasurer Sounding 
Board in 2011 and 2012. Whilst we recognise that there is significant variation in the activities of 
our Areas and Groups and hence in their reserves requirements, we have a duty as a charity to 
maintain overall reserves within an appropriate range. This policy provides guidance and targets 
to enable consistency in reserves levels across our Areas and Groups. It is the task of each Area 
and Group committee to interpret this policy locally, and to provide explanations where it is 
decided to maintain reserves outside the target range or otherwise diverge from the policy. 
 
Context 
 
Charities are required by the Charity Commission to apply their resources towards their charitable 
purposes within a reasonable period of receipt. As such, Areas and Groups should not 
accumulate funds they cannot justify as being needed to fulfil their objectives. Equally, Areas and 
Groups need to maintain adequate reserves to ensure continuity in their activities and to provide 
a small contingency in the event of unforeseen circumstances. This reserves policy should assist 
Areas and Groups to strike a balance between both of these considerations. 
 
Reserves target for ‘main’ funds 
 
The following only applies to Areas and Groups holding more than £500 of ‘main’ funds. See the 
‘bookkeeping’ factsheet (FIN009) for more information on types of funds. 
 
We recommend that Areas and Groups aim to maintain their main funds at a target range of 
between 40% and 100% of annual expenditure. We would generally expect that where reserves 
fall outside this range, action will be taken to remedy this. 
 
Note also the following points: 
 
 the proportion of funds to expenditure is referred to as the reserves percentage 

 
 any designated funds and stock should be deducted from main funds for the purpose of 

calculating the reserves percentage (see the section above on ‘designated funds’) 
 
 any one-off transfers of funds between Areas and Groups should be deducted from annual 

expenditure for the purpose of calculating the reserves percentage (the usual funding of 
Groups is considered to be recurring, so should not be deducted from Area expenditure) 

 
 there may be circumstances in which it is not appropriate to maintain reserves within the 

target range, for example where annual expenditure for the past year has been unusually low 
or high. In these circumstances it is the task of the Area or Group committee to determine and 
justify an alternative appropriate reserves target 
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Meeting the target 
 
Where main funds are found to be above the target range, the following options are available: 
 
 plans made to spend surplus funds on charitable activity (funds may be designated) 
 budgeted funding request for the coming year to be reduced 
 surplus funds to be returned to Area/central office 

 
Where main funds are found to be below the target range, the following options are available: 
 
 plans made to generate additional income e.g. through fundraising activity 
 budgeted funding request for the coming year to be increased 
 loan taken out from Area/central office (where reduced reserves position is only short term) 

 
Self-funded funds 
 
These are considered separately. The aim is for self-funded activities to break even, so those 
Areas/Groups with self-funded monies in deficit or in excess of a specified level (currently: above 
£1,500 and exceeding 20% of annual self-funded expenditure) are requested to take action to 
return their self-funded monies to within the target range. Please consider however that these 
funds may be temporarily distorted by prepayments from participants or to suppliers. 
 
Example actions are: 
 
 Making a transfer to ‘main’ funds to be spent on charitable activities 
 Subsidising future self-funded activities (although this practice should be kept to a minimum) 
 Improved planning of future self-funded activities to avoid deficits 

 
Restricted funds 
 
Restricted funds are outside the scope of this reserves policy, but please note that these funds 
should be applied towards their specified charitable purpose within a reasonable timeframe. 
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Reserves review 
 
To assist Areas and Groups in monitoring their reserves, central office carries out an annual 
reserves review (for funds as at 30th September) once the Area and Group results have been 
consolidated centrally (around March each year). The results of this review are then 
communicated to Area Treasurers. From 2013 a new traffic light system will be used to indicate in 
the reserves review whether an Area/Group has exceeded the recommended percentage;  
 
Green: <=100%  (funds of up to one years of expenditure) 
Amber: 100% - 200%   (funds of between 1 and 2 years of expenditure) 
Red: >200%    (funds exceeding 2 years of expenditure) 
 
We will also indicate where funds fall below the 40% level. 
 
Where an Area or Group holds reserves outside the target range, central office will recommend 
that action is taken to remedy the situation (if no action has been taken already). Any action 
agreed by the Area/Group committee should be communicated to Area and central office. 
 
It should be especially noted that the reserves review is based on figures as at the end of the 
previous financial year. It may be that funds and expenditure levels have changed significantly in 
the meantime, thus limiting the applicability of our review. Alternatively, it may be the case that 
the Area/Group committee believes that the recommended reserves target is not currently 
appropriate for their circumstances. In both cases, we invite Areas and Groups to provide 
feedback to central office to enable their reserves requirements to be better understood. 
 
 
 
 
Contact the Finance team: areagroupfinance@ramblers.org.uk 

Updated: August 2012 
 
 
 
 
 

mailto:areagroupfinance@ramblers.org.uk


 
Unity Trust banking 
 
FIN008 
 

1 
 

About Unity Trust Bank 
 
Unity Trust is an independent bank which serves many charities and trade unions. It has an 
ethical code of investment and operation. Please see www.unity.co.uk for more information.  
Unity Trust can be contacted at us@unity.co.uk or on 0845 140 1000. 
 
Banking with Unity Trust has various advantages for the organisation, including the ability to 
make instant transfers between accounts, maximising the interest received and minimising bank 
charges. Unified banking also assists central office and our auditors in confirming bank balances 
during the annual consolidation exercise. 
 
Requirement to hold bank accounts with Unity Trust 
 
Paragraph C20 of our Articles of Association states: 
 
All bank accounts of Areas and Groups shall be held with the principal bankers of the Association 
as notified to Areas and Groups from time to time by the Board of Trustees. 
 
Our principal bankers are Unity Trust Bank.  
 
All of our Areas and all except for a handful of our Groups hold their main bank account with 
Unity Trust. We are continuing to encourage the remaining Groups to make the transition to Unity 
Trust, and we invite any such Groups to discuss the matter with us. It may be that these Groups 
are not aware of the full range of services offered by Unity.  
 
A number of Areas and Groups do hold secondary bank accounts outside of Unity, an 
arrangement which we are comfortable with at this time. However, if your Area/Group is looking 
to set up an account outside of Unity please discuss this with us first so that we can understand 
your requirements.  
 
It is important that all bank accounts are declared on the annual return to central office, with year-
end bank statements submitted to support balances held outside of Unity Trust. 
 
Setting up an account 
 
Areas and Groups wishing to set up a Unity Trust account should contact the Finance team for 
support in opening an account. We will provide guidance on the process, including how to 
complete the new account application form. 
 
The Unity Trust Bank does not have local branches, but Areas and Groups can operate their 
account(s) through a branch of the Co-operative bank or a nominated branch of the Post Office – 
both of which offer a free cash and cheque depositing service. Alternatively, Areas and Groups 
can nominate a local branch of a high street bank of their choice, however only cash (and not 
cheques) can generally be deposited in nominated banks - please check with your branch. 
Recommended banks are Natwest and the Royal Bank of Scotland. The facility cannot be 
arranged with building societies or Halifax, Santander or Yorkshire Bank. 
 
Cheque deposits to Unity Trust bank accounts can be made by post to the clearing house in 
Northampton – Unity Trust provide pre-paid envelopes to account holders to use this service. 

http://www.unity.co.uk/
mailto:us@unity.co.uk
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Multiple accounts 
 
Note that there is the option to hold more than one Unity bank account, to account for your main 
and social activities separately for example. 
 
You may also wish to set up a ‘deposits’ bank account, into which participants can pay their 
deposit for an activity by electronic transfer. To minimise risk, the account details can be sent 
only on request to event participants and funds can be transferred periodically into another Unity 
Trust bank account. This option is a viable alternative to paid-for services such as Paypal. 

Signatories 
 
Areas and Groups often make payments by cheque. One signatory may be sufficient for cheques 
under a specified amount (recommended as no more than £100). For larger amounts, two 
signatories should be required and bank mandates should be set up to this effect. Groups are 
encouraged to select at least three people (usually committee members but certainly Ramblers 
members) to act as signatories to enable cheques to be signed easily at committee meetings. 
 
Signatories may be changed by completing the form available on the Unity Trust website. 
 
Internet banking 
 
Unity Trust Bank offers an internet banking service to all account holders. Advantages of internet 
banking include the ability to make instant transfers between Unity bank accounts and the ability 
to monitor transactions and bank balances at any time of the month.  
 
Areas may request that Group bank accounts are ‘linked’ to the Area account, making funding 
payments to Groups even more straightforward. Please contact Unity Trust for more information. 
 
Areas and Groups wishing to use the internet banking service should complete an ‘Internet 
Banking Application Form’ – available on the Unity Trust website. For new accounts the internet 
banking service can be requested on the new accounts application form. 
 
When applying for internet banking, it is important that appropriate controls are put in place to 
minimise the risk of misappropriation of funds. We recommend the following: 
 
For ‘internal payments’ (i.e. transfers between accounts that you hold with Unity) it is appropriate 
to allow one individual to both set up and approve payments. This is referred to as ‘single’. 
 
For ‘external payments’ (i.e. any other payments to Unity or non-Unity accounts), separate 
individuals should be required to set up and to approve payments. This is referred to as ‘dual’. 
 
When listing internet banking users, note that all users should be account signatories. For access 
levels you should choose either ‘V’ (view only), ‘VS’ (view and submit) or ‘VSA’ (view, submit and 
approve) for each user. Note that even if all users are given ‘VSA’ access, a second user will still 
be required to authorise any external payments, assuming these have been set up as ‘dual’. 
 
If you require access for a non-signatory, please speak to the Finance team. 
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Using the internet banking service 
 
A helpful guide to using Unity’s internet banking service is available at:  
https://www.unity-online.co.uk/demo.htm 
 
This includes: 
 

- Logging in 
- Viewing account balances 
- Viewing transactions 
- Making payments 
- Authorising payments 
- Ordering stationery 
- Administering your account 
- Logging out 

 
Customer forms 
 
These are available to download from www.unity.co.uk/manage-your-accounts/customer-forms 
 
 
 

 
Contact the Finance team: areagroupfinance@ramblers.org.uk 

Updated: August 2012 

https://www.unity-online.co.uk/demo.htm
http://www.unity.co.uk/manage-your-accounts/customer-forms
mailto:areagroupfinance@ramblers.org.uk
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Books and records 
 
As a minimum, the Treasurer should maintain the following records: 
 
 a cashbook 
 bank statements 
 invoices and receipts 

 
If applicable, the following additional records should also be maintained: 
 
 for grants, donations, legacies and contracts: documentation such as the grant agreement, 

donor letter, will or contract 
 for coach rambles and holidays: a record of attendance on each ramble/holiday showing 

individuals attending and amounts payable. 
 for stock: a record of stock held at the start and end of the financial year, stock purchased 

and sold during the year and stock written off 
 for advertising sales: copies of all publications with adverts placed in the year 
 for investments: year-end statement and documents relating to investment sales and income 

 
All financial records must be retained for a period of six years plus the current financial year, in 
case of inspection by the HMRC. If this is a problem, please contact your Area Treasurer or 
central office for advice. If some of your records are held electronically, make sure that these are 
backed up regularly, with back-ups preferably held in a separate location from the original data. 
 
Cashbook 
 
Arguably the most important record to be kept by the Treasurer is the ongoing log of receipts and 
payments in the cashbook. Ramblers central office offers two cashbook systems for use by Area 
and Group Treasurers, one paper and one electronic. 
 
The paper version, along with instructions, is available to download from the Treasurer section of 
our volunteering website at www.ramblers.org.uk/volunteer. The electronic version is integrated 
into the Microsoft Excel-based annual return and is also available to download from the Treasurer 
webpage. If Excel is not available you may use OpenOffice for free (see www.openoffice.org). 
 
Alternatively, you may use your own cashbook system provided that this enables you to produce 
your accounts and complete the annual return in the prescribed format at the end of the year. 
 
Types of funds 
 
There are a number of different types of funds into which your financial activities should be split. 
Some of these are defined in law and others are defined by the Ramblers for internal use. The 
most important distinction, defined in law, is between restricted and unrestricted funds.  
 
Restricted funds are those that have either been donated to the Area/Group with conditions 
attached or have been raised through an appeal which stated that any money received will be 
used for a particular (charitable) purpose. Donated restricted funds may take the form of grants 
(with a written funding agreement), individual donations (with an accompanying donor letter) or 
legacies (details contained in a will).  

http://www.ramblers.org.uk/volunteer
http://www.openoffice.org/
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Restricted funds are held legally on trust to be spent as specified and failure to fulfil the 
conditions will be a breach of trust. If a balance remains on a restricted fund after the end of the 
related activity you should either obtain permission from the donor(s) to spend the remaining 
balance on some other activity or return the unspent balance to the donor(s). 
 
All other funds are unrestricted. This includes funding from Ramblers central office; grants, 
donations and legacies which contain no conditions as to how they should be spent; self-funded 
income and book sales. The vast majority of funds held by Areas and Groups are unrestricted. 
 
In order to separate main Ramblers funds from funds held in relation to self-funded activities we 
have recently introduced a further distinction between ‘main’ unrestricted funds and ‘self-
funded’ unrestricted funds. Items of ‘main’ expenditure include the costs of running a walks 
programme, undertaking footpath campaigns and casework and administering the Area/Group. 
Items of ‘self-funded’ expenditure include the cost of day walks (largely coaches), holidays and 
socials. 
 
All Area and Group accounting needs to be split into the above fund types i.e. restricted, 
(unrestricted) main and (unrestricted) self-funded. Our cashbook systems distinguish between 
these three funds accordingly. Areas and Groups may find it useful to operate separate bank 
accounts for each fund type in order to keep the transactions separate. However, this may only 
be worthwhile if there are a significant number of transactions for each fund type. 
 
Expenditure headings 
 
Items of ‘main’ expenditure should be recorded under the following headings: 
 

Heading Example items (not exhaustive) 

Walks programmes Printing and distribution of walks programmes 
Walks related Maps, first aid kits, walks leader expenses (where claimed) 
Walks leader training Cost of training walks leaders 
Newsletters/publicity Promotion events, website costs, newsletters 
Publication/goods 
costs 

Cost of producing a publication or acquiring goods for sale 
Campaigns/casework Expenditure related to footpaths, access, countryside protection 
Practical work Repair to stiles, gates etc. Footpath clearance work. 
Fundraising costs Costs incurred in raising income (e.g. printing raffle tickets) 
Meetings (inc. AGM) Any general meeting costs. Production and distribution of the 

annual report. Independent examiner expenses. 
Admin Any general postage, stationery, printing etc.  

Any committee member expenses. 
Other  

 
Note: only general meetings should be included under the ‘meetings’ heading. Any costs incurred 
in relation to a meeting on footpath matters (for example) should be included in 
campaigns/casework. The same applies to ‘admin’: any printing and postage of newsletters (for 
example) should be included under ‘newsletters/publicity’. For volunteer expenses, please 
choose the most appropriate heading e.g. footpath secretary expenses should be included under 
‘campaigns/casework’. 
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Bank reconciliations 
 
Periodically, you should compare your cashbook records to funds held in cash and at the bank in 
order to check that these agree. To do this you may use the ‘cash and bank’ section of the annual 
return form (available on request from the Finance team, and sent annually to Areas and Groups 
in late summer). This involves calculating your closing ‘cash and bank’ balance (by taking your 
opening balance and adding receipts/subtracting payments for the period as per your cashbook) 
and comparing this to the actual closing ‘cash and bank’ balance. Any difference should be 
accounted for by ‘reconciling items’. These are: 
 
- receipts which were received before year-end but not credited to the bank account until 1st 

October or later. For example, cheques received but not yet cleared. 
 

- payments which were paid before year-end but not debited from the bank account until 1st 
October or later. For example, cheques written and dated on or before 30th September but not 
yet cashed. 

 
Any receipts or payments which are received/paid on or after 1st October should not be included 
in the accounts or annual return for the preceding financial year. 
 
Authorisation of purchases 
 
It is important that all purchases are properly authorised. To ensure this: 
 
 Area and Group committees should agree written procedures for purchases. These should be 

circulated to all committee members. 
 
 wherever possible, payments should be made by electronic transfer (BACs) or cheque rather 

than cash. Payments made via the Unity Trust on-line transfer system should be set up by the 
Treasurer and then another committee member should log in to authorise the payments. This 
ensures that no one person can individually authorise and incur expenditure. 

 
 the committee should keep a written record of who is authorised to place orders; significant 

expenditure should be approved by more than one committee member in advance. 
 
 the committee should formally approve all cheque signatories. If signatories change the bank 

will need to be informed. The Area/Group will need to have sufficient signatories such that 
cheques can still be signed whilst people are on holiday etc. 

 
 small cheques (recommended as no more than £100) can be signed by just one person, but 

larger cheques should require two signatories. This policy should be agreed by the committee 
and communicated to the bank in writing. 

 
 committee members other than the Treasurer should order goods and services; they should 

then forward invoices to the Treasurer to check and arrange for payment to be made. The 
Treasurer should sign and date the invoice and retain as evidence of review and approval. 

 
 blank cheques should never be signed. 

 
 if a cheque is being paid to a signatory, a different signatory must sign the cheque. 
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Cash floats 
 
The preferred system for managing a cash float is as follows: 
 
 the individual is given a float to cover their expected costs. The individual signs a voucher 

acknowledging receipt of the float. The Treasurer records the float as a cash balance on the 
balance sheet. 
 

 the individual incurs costs and obtains receipts. Every so often the individual submits a claim, 
together with the receipts, to the Treasurer (or whoever authorises expenditure).  

 
 the Treasurer reviews the claim and receipts, signs and dates it as evidence of review and 

approval. The Treasurer sends a cheque for the total value of the receipts claimed to the 
individual. The individual's float is thus topped back up to its agreed level. 

 
 in the cashbook, the Treasurer records the cheque payment in accordance with the receipts 

submitted i.e. split across the relevant expenditure headings. 
 
 when the individual ceases their role, they send any remaining receipts and the balance of the 

float to the Treasurer. The Treasurer does not reimburse these final receipts as they 
represent the return of the spent part of the float. 

 
Stock 
 
Stock comprises goods produced or purchased for sale. Areas and Groups should only hold 
stock in the pursuance of the Ramblers’ charitable aims. Examples are: walk guides, maps and 
souvenirs such as badges, key rings and T-shirts. See the factsheet on ‘tax issues’ for more 
information on memorabilia sales. 
 
If an Area/Group has stock it will need to be included in the year-end accounts and annual return. 
The value to include in the accounts can be calculated by counting the number of each line of 
stock held and multiplying by, either: 
 
  the unit cost of the stock, if it is still in good condition and is expected to be sold at full price;  

 

OR 
 

 the expected proceeds, if it is likely the stock will be sold at a value below cost 
 
During the year, income from the sale of stock should be recorded as normal in the cashbook. 
The details and number of stock sold should also be recorded. At the year-end, this can then be 
compared to the actual stock held and any differences investigated.  
 
If stock is taken for events then a record of this needs to be kept. 
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Investments 
 
Areas and Groups should not normally have spare funds to invest but may, for example, be in 
this position if in receipt of a large item of restricted income. If your Area/Group does have funds 
to invest you should contact the central office Finance team for advice. Also contact us if you 
have received an investment as a donation or legacy – we will be able to review the investment 
and may be able to provide some advice. 
 
Charities are required to revalue their investments in their accounts at their market value at the 
balance sheet date. In order to do this it will be necessary to obtain a year-end valuation from: 
 
 investment managers for common investment funds, unit trusts etc 
 published share and stock prices for quoted stocks and shares (for example in the FT) 
 bank statements for high interest accounts, money market accounts etc. 

 
Note that all investments should be held in the name of the Ramblers <Area/Group name>. 
 
Fixed assets 
 
Fixed assets are physical items held by the Area or Group which were purchased for long term 
use. Only fixed assets which cost £5,000 or more are required to be shown on the balance sheet 
in the accounts/annual return - otherwise the cost should be included within expenditure as 
normal.  
 
However, a record should be kept of all fixed assets held to ensure that they are not lost or 
misappropriated, and that they are transferred appropriately when volunteer roles change. The 
record should comprise a list of assets with their purchase date and cost, serial number (if 
applicable), a description, the location and person responsible. The record should be kept up to 
date and periodic checks made to confirm the continued existence and condition of the assets 
listed. 
 
Loans 
 
It may be appropriate in some circumstances for an Area or Group to provide a loan to another 
Area or Group within the Ramblers – perhaps to meet a temporary shortfall in cash. Alternatively, 
central office may provide a loan to an Area or Group, for example to support the initial stages of 
a local publication or other project. 
 
In these cases it is necessary to account for the loan both on an ongoing basis and in the year 
end accounts and annual return. Any loans received/paid should be recorded as cash in/out in 
the cashbook, and a record should be made of the amount owed to/from the other Area/Group.  
 
Any Areas or Groups considering providing a loan to another Area or Group within the Ramblers 
are invited to discuss this beforehand with the Finance team at central office. Note that Areas and 
Groups should not provide/take up loans to/from organisations outside the Ramblers. 
 
 
Contact the Finance team: areagroupfinance@ramblers.org.uk 

Updated: August 2012 

mailto:areagroupfinance@ramblers.org.uk
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The accounts 
 
Our articles of association require each Area/Group to produce, for each financial year: 
 
 an annual report 
 an income and expenditure account and balance sheet 
 a copy of the report of the independent examiner 

 
The income and expenditure account and balance sheet together comprise the accounts. As a 
Treasurer, you will produce the accounts and your Treasurer’s report to be included in the annual 
report. These should be presented at the Area or Group AGM  
 
Areas are required to send the above documents, including the independent examiner’s 
statement, to Jo Smith (governance@ramblers.org.uk) at Ramblers central office by 31st March in 
the year following the end of the financial year in question. Groups are required to send their 
documents to Area following the AGM. 
 
Please note that if you have completed your own version of accounts by late October please 
send these in to central office alongside your annual return. 
  
The annual return 
 
The Ramblers is required to produce annual accounts, including all Area and Group transactions 
and balances, in time for General Council in April each year. Allowing enough time for collection, 
review, revision (if required) and consolidation of Area and Group figures, as well as Board 
scrutiny, external audit, sign off and distribution in advance of General Council, this requires that 
the Areas and Groups send their figures to the central office Finance team by early November. 
 
Therefore, an annual return to central office has been developed that allows Areas and Groups 
to provide their figures in a standard format which can easily be reviewed and consolidated at 
central office. The return uses ‘descriptive’ expenditure headings which provide more detail than 
the charitable objective headings. Annual return packs are sent out to Areas and Groups in late 
summer, which include full guidance on completing the return. 
 
Note that Sponsor Areas of flexigroups need to complete a simplified ‘flexigroup return’ on behalf 
of their flexigroups, in line with the usual timetable. 
 
The annual return attempts to strike a balance between meeting our statutory responsibilities 
(especially with regard to accounting and tax rules) and catering for all possible complexities of 
Area and Group accounting (stock, investments, restricted funds etc) whilst remaining simple and 
quick to complete for the majority of Treasurers. We are continuing our efforts to simplify the 
annual return whilst maintaining the required level of detail. 
 
Groups send their annual return to Area, and Areas send their annual return plus their Group 
annual returns to central office. Areas are asked to check that Group returns are complete, that 
they balance and check that transactions between the Area and Groups are consistent in both 
the Area and Group returns. On consolidation we need to eliminate transactions between Areas 
and Groups so it is important to ensure, for example, that the total Group funding payments in the 
Area return agrees to total Group funding receipts in the Group returns. 

mailto:governance@ramblers.org.uk
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Once the Area and Group results have been consolidated and audited centrally (usually by the 
February following year end), an email is sent to Area Treasurers to inform them of the audited 
final balances for the Area and its Groups. These should be as submitted in the annual returns, 
except where adjustments were required by our auditors. 
 
Relationship between the accounts and the annual return 
 
The annual return serves as a valid format to present the accounts at your AGM. Alternatively, 
the Treasurer and committee may decide to produce the accounts in a different format. If, for any 
reason, there is a difference between the figures included in your accounts and in the annual 
return (for example, an error in the annual return has been corrected in the accounts, or the 
accounts have been prepared on a different basis – see below), you should submit your accounts 
to the Finance team after your AGM including a note to explain the difference. 
 
Comparing the accounts and the annual return: 
 
 Accounts Annual return 
Deadline for 
completion 

Before AGM Groups: Late October 
Areas: Early November 

(specific dates advised each year) 
Submission Groups: to Area following the AGM 

Areas: to central office by 31st March 
Groups: to Area by deadline 

Area: to central office by deadline 
Independent 
examination? 

Yes, before AGM Yes, to compare to accounts. Copy of 
examiner statement included with 

return if completed by the deadline. 
Treasurer’s 

report 
Yes, before AGM Copy of Treasurer’s report included 

with return if completed by the deadline. 
 
Basis of preparation 
 
There are two alternative bases on which to prepare your financial results for the year. The first 
and more straightforward basis is the receipts and payments basis. This involves reporting your 
receipts and payments for the year, analysed between various headings, along with your bank, 
cash and other balances held at year end in the balance sheet. If adopting this basis all figures 
should come straight from your cashbook and other records (e.g. bank statements). The second 
and more complex basis is the accruals basis. This involves adjusting your receipts and 
payments and balance sheet to account, for example, for payments that were made during the 
year but which relate to the following year (i.e. prepayments). If adopting the accruals basis, you 
would also need to adjust for prepaid income, debtors and creditors. 
 
Areas and Groups are required to prepare their annual return on the receipts and payments 
basis.  
 
We suggest that you also prepare your Area/Group accounts on the receipts and payments 
basis, but you may use the accruals basis if you wish. In this case please provide a reconciliation 
between your annual return and accounts and send to the Finance team at central office after 
your AGM. 
 



 
Accounts and the annual return 
 
FIN010 
 

3 
 

Gross accounting basis 
 
The Ramblers is required by the Charities ‘Statement of Recommended Practice’ (SORP) to 
account on a ‘gross’ basis. This means including the full value of income and expenditure in our 
accounts and not netting these off at all. Areas and Groups are required to do the same in their 
annual return and accounts, including for any ‘self-funded’ activities. 
 
Materiality 
  
In preparing and examining the Area/Group accounts and annual return, it is necessary to bear in 
mind that absolute accuracy may not be achievable. This is because the accounts contain 
estimations and judgements, such as the value of stock held. However, it is also not acceptable if 
the accounts contain significant inaccuracies or unjustifiable estimates. 
 
The middle way is achieved by applying the concept of materiality. A matter is material if its 
omission would reasonably influence the decisions of a user of the annual accounts. When the 
examiner reports that the accounts provide a fair representation of the financial activities, they are 
saying (amongst other things) that the accounts do not contain any material discrepancies. 
 
The Treasurer and examiner should use their own judgement when determining an acceptable 
materiality level. If you require assistance please contact the Finance team at Central Office. 
 
Treasurer’s report 
 
The Treasurer’s report is included in the Area/Group annual report and should contain details of 
financial activity during the year. Items you may wish to mention (if applicable) are: 
 
 amount of Ramblers funding received and how this was spent 
 explanations for any large changes in income or expenditure compared to the previous year 
 details of any other significant items of income or expenditure 
 details of any efforts made to try to adjust the level of reserves 
 details of any large amounts owing to or from the Area/Group at year end 
 details of any fixed assets, investments, stock, loans etc 
 details of any restricted funds 
 details of any designated funds 
 details of self-funded activities 
 anything else which is relevant and of note 

 
If your Treasurer’s report is ready in time, please submit this alongside your annual return. 
 
The independent examination 
 
All Areas and Groups are required by the Ramblers’ Articles of Association to prepare annual 
accounts and to have them independently examined. If you have time, you should also have your 
annual return independently examined before submission to central office. If not, this examination 
should take place at the same time that the accounts are examined, before your AGM. 
 
The purpose of the examination is for the examiner to form an opinion on whether the 
Area/Group accounts give a fair representation of the financial activities for the year.  
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Accounts can be said to give a fair representation of the financial activities if: 
 
 they are free from bias (the information has not been selected or presented in such a way as 

to influence the making of a decision or in order to achieve a predetermined result); and 
 

 they are free of material misstatement (see section on materiality above); and 
 
 the information presented is: 

 
o relevant (it helps evaluate past, present or future events); and 
o reliable (it faithfully represents what it purports to represent); and 
o understandable (it is straightforward to perceive its significance) 

 
The Area/Group accounts should include all activities and balances under the control of the 
Area/Group. If separate funds are held which are managed by separate committees, but these 
committees are controlled by the Area/Group committee, then these separate funds should be 
included in the annual accounts and fall within the scope of the independent examination. 
 
All books and records should be made available to the examiner, together with an explanation of 
any calculated figures in the accounts. 
 
If, having carried out the tests, the examiner concludes that the accounts do give a fair 
representation of the financial activities, the following statement should be attached to the 
accounts and signed and dated by the examiner as indicated: 
 
Having carried out procedures in accordance with the Area and Group independent examination 
guidelines, I consider the <name of Area/Group> accounts to give a fair representation of the 
Area’s/Group’s financial activities for the year to 30 September xxxx. 
 
Signed:       
 
Date: 
 
Name of examiner: 
 
A signed copy of the examiner’s statement should accompany the accounts wherever they are 
presented. The statement should also accompany the accounts when sent to Area/central office. 
 
If the examiner is not happy with the Area’s/Group’s accounts, they should first try to resolve the 
problem with the Treasurer and, failing that, the Area/Group committee. If no resolution can be 
reached, the examiner should contact the Finance team at central office for further advice. 
 
The examiner should be an independent person who has no day-to-day involvement with the 
running of the Area or Group, and who is reasonably believed by the committee to have the 
requisite ability and practical experience to carry out the examination. It is not necessary for the 
examiner to hold a formal financial qualification. The examiner should be appointed each year at 
the AGM. 
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Please note that Areas/Groups should not generally pay professional fees for the independent 
examination, as a full statutory audit of the Ramblers accounts is carried out centrally, which also 
covers accounts of all Areas and Groups. 
 
Suggested independent examination tests are set out below. Note that some tests are only 
relevant to particular Areas or Groups (for example the tests of stock or investments). 
 
Minutes of meetings:       the examiner should review minutes of committee meetings and ensure 

that information contained in them is consistent with the annual 
accounts. In particular, identify decisions made and any likely cost 
implications or potential income. 

 
Bank balances:  the examiner should check that all accounts under the control of the 

Area or Group have been included in the accounts. All accounts held 
should be in the name of the Ramblers <Area/Group name>. For each 
account, a full set of bank statements should be held. Bank 
reconciliations should be checked to ensure that reconciling items have 
been recorded correctly. 

 
Investments:  the examiner should check that all investments under the control of the 

Area or Group have been included in the accounts. All investments held 
should be in the name of the Ramblers <Area/Group name>. The 
examiner should check that investments have been valued correctly at 
year end by agreeing back to documentation. Any purchases or sales of 
investments should also be agreed back to documentation. 

 
Stock:  the examiner should check that a stock take was carried out at or close 

to year end and review the stock take to agree the value contained in the 
accounts, remembering that stock should be valued at the lower of cost 
and net realisable value. 

 
Income:  the examiner should undertake testing on each of the individually 

material income streams of the Area or Group. This will include grants, 
donations, legacies and contracts; Ramblers funding; income from self-
funded activities; stock sales income; advertising sales income and bank 
interest and investment income. Items should be agreed back to the 
cashbook and supporting documentation where available. 

 
Expenditure:  the examiner should agree a sample of transactions recorded in the 

cashbook to original invoices, ensuring that they are properly authorised 
and that the allocation of the expenditure to expenditure headings has 
been done on an appropriate basis. 

 
The examiner may contact the Finance team at central office for advice if needed. 
 
 
Contact the Finance team: areagroupfinance@ramblers.org.uk   
 

Updated: August 2012 

mailto:areagroupfinance@ramblers.org.uk
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Charitable objectives 
 
1. The provision and protection of footpaths and other ways over which the public have a right 

of way or access on foot, including the prevention of obstruction of public rights of way 
 
2. The protection and enhancement, for the benefit of the public, of the beauty of the 

countryside and other areas by such lawful means as the trustees think fit, including by 
encouraging the provision, preservation and extension of public access to land on foot 

 
3. The provision of facilities for the organising of open-air recreational activities, and in 

particular rambling and mountaineering, with the object of improving the conditions of life for 
the persons for whom the facilities are intended, namely the public at large, and in the 
interests of social welfare (including health) 

 
4.  Advancing the education of the public in subjects relating to access to, and the preservation 

and conservation of, the countryside and of the health benefits of outdoor recreational 
pursuits 

 
A charity may only carry out activities which are in support of its objectives. Activities may support 
the objectives by: 
 
 directly fulfilling the objectives: for example the publication of walk guides, which fulfils 

objective 1; or 
 

 indirectly supporting the objectives: for example fundraising activities, which support the 
objectives indirectly by raising funds - to be used in carrying out the objectives. 
 

The Areas and Groups are also covered by these requirements. Each Area and Group is charged 
with helping achieve the charitable objectives in its locality. 
 
Constraints over expenditure 
 
Area and Group committees have discretion over their expenditure, within the following 
constraints: 
 
 All expenditure should be in pursuance of the Ramblers’ charitable objectives (see above). 

 
 All expenditure should be subject to a consideration of cost-effectiveness and affordability. 

For example, it is reasonable for Groups to purchase local maps using Group funds in order 
to lead local walks effectively and safely. However, it would not be affordable for Groups to 
purchase maps covering a wider area using Group funds – the cost of this across our approx. 
500 Groups would be excessive. 

 
 All expenditure is subject to challenge from Area and from central office during the annual 

budgeting process (see the factsheet on ‘funding and reserves’). 
 
 All expenditure in relation to ‘self-funded’ activities (day walks, holidays and socials) must be 

cost neutral, i.e. these activities should break even over the course of the year. Furthermore, 
these activities must not set out to generate a significant surplus. See the section below on 
self-funded activities for more information. 
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In practice Areas and Groups often incur the following typical items of expenditure: 
 
 cost of producing and distributing walks programmes 
 other costs of running a walks programme: maps, first aid kits etc 
 cost of newsletters and other publicity 
 costs associated with campaigns/casework and practical work e.g. footpath clearance. 
 cost of meetings (including basic refreshments) and administration 

 
See the factsheet on ‘using funds effectively’ for ideas to reduce costs where appropriate. 
 
Self-funded activities 
 
These activities (identified as day walks, holidays and socials) should aim to break-even both 
individually and across all such activities taking place during the year. In order to achieve break-
even, it is acceptable in practice to aim for a small surplus on each activity. This should ensure 
that the Area or Group has adequate self-funded monies available in the event of an unforeseen 
deficit arising on a particular event. 
 
When planning a self-funded activity it may be useful to draw up a budget, setting out the 
expected costs and attendance thus enabling you to set appropriate charges. It is important that 
your expectations of attendance levels are realistic, as an over-optimistic forecast may lead you 
to set charges too low or book too large a coach (for example). You may find it useful to contact 
other Areas and Groups to discuss how to go about predicting attendance levels. 
 
Where self-funded monies have accumulated significantly, it is expected that a proportion of 
these funds will be utilised towards either charitable expenditure or future self-funded activities. 
 
Note that where possible, deposits should be received from participants of an activity before a 
deposit is paid to the provider. This ensures that at any point in time the Ramblers is not ‘out of 
pocket’. However, where this is not possible or practical it is acceptable to pay deposits from self-
funded funds (but not from ‘main’ funds), resulting in a temporary deficit on the activity until 
deposits are received from participants. 
 
Note also that any transactions relating to self-funded activities which are handled by the Area or 
Group should be made through a Ramblers bank account and not an individual’s account. 
 
Ownership of charitable funds 
 
Note that all funds held by Areas and Groups are held on behalf of the Ramblers as a whole, 
whether they are unrestricted or restricted and whether they are held in the form of cash, bank 
balances, investments or otherwise. In the case of a Group ceasing to operate, all funds are 
passed to the Area. Any restricted funds would only be retained if they can be spent in 
accordance with the terms of the restriction or if permission is granted by the funder that the 
funds can be spent in an alternative way. Otherwise the funds would be returned to the 
donor/awarding body. 
 
If a decision is made to manage social events outside the Area or Group, any social funds held 
remain the property of the Area or Group and must not be transferred. 
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Commitments and contracts 
 
Where Areas or Groups agree to purchase a product or a service from an external provider, this 
constitutes a commitment of Area/Group funds to meet the cost of that product or service. Areas 
and Groups may only commit to expenditure that is affordable within the current year’s budget as 
approved by Area and central office.  
 
Any commitments which are not affordable within the current budget or which are expected to run 
for longer than a 12 month period must be referred to the central office Finance team before the 
commitment is made. For self-funded activities, expenditure should only be committed if there are 
sufficient self-funded monies available. 
 
In addition, any contracts which an Area/Group is considering entering into which have total value 
exceeding £5,000 must also be referred to central office prior to signing of the contract. This is to 
ensure that the Ramblers does not enter into any obligations which it cannot fulfil. 
 
If you are unsure of our requirements regarding commitments and contracts please contact us.  
 
Also see the section below on ‘conflicts of interest’. 
 
Supporting other organisations 
 
We are a charity and therefore our resources can only be used to fulfil our charitable objectives. 
Areas and Groups should not assist other organisations to approach our members for money or 
recruitment purposes or help other organisations raise money by assisting them to run 
fundraising events and activities. 
 
Exceptions to this principle should occur only when there is a clear substantial and preferably 
financial benefit to us at either national or local level. At all times, fundraising and recruitment 
efforts should be directed towards the benefit of the Ramblers. 
 
Due to the legal obligations placed upon us by the Charity Commission, Areas and Groups may 
only donate funds to other organisations when it will help achieve our charitable objectives. Such 
donations should be kept to a minimum in any case - to illustrate, if each of our Areas and 
Groups made a £50 donation to another organisation, this would result in over £25,000 being 
diverted away from our own activities. 
 
In all cases donations should be made only to other charities or non-profit making organisations. 
It is not acceptable to make donations to individuals, though this does not preclude making a 
payment to an individual to carry out some activity which will help achieve our objectives. 
 
Where a donation has been made to another organisation, evidence should be obtained that the 
donation has been spent as intended. Suitable evidence may be a report explaining how the 
money has been spent. 
 
This does not preclude Areas and Groups working alongside other organisations or in joint 
campaigns where such work will clearly help to achieve our aims. Each donation needs to be 
considered separately – they should not be made on a regular basis out of habit. 
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In summary, Areas and Groups should not give donations to other organisations, unless the 
donation is relatively small and there is a clear benefit to the Ramblers. Donations would be 
reasonable if, for example: 
 
 the Mountain Rescue Team (or similar) has helped out with a specific incident and the 

committee wish to give a small donation. This will help foster good relationships. 
 
 an Area/Group, which does family walks, is approached by a local school for a contribution to 

their fete and they give a small donation as the Ramblers is to receive publicity. 
 
If you wish to make a more substantial donation (say above £50) that meets our charitable 
objectives, please contact central office for advice. 
 
Honoraria 
 
There is the risk that honorarium payments will be considered to be payments for services 
rendered and as such taxable. If the honorarium is intended to reimburse costs incurred, then the 
procedures outlined for reimbursing expenses should be followed (see the ‘volunteer expenses’ 
factsheet). If the payment is intended as compensation for services rendered then it will be 
taxable. Areas and Groups should not make such payments to members. 
 
Gifts 
 
When long-standing committee members resign, some Areas and Groups buy a small token gift 
as a thank you for their time over the years. If your committee wishes to buy a gift for a leaving 
committee member, please ensure that the value is not excessive. If you wish to buy a more 
substantial gift you could have a collection. 
 
Gifts should be infrequent, clearly warranted and there should be no degree of regularity or 
expectation of it being granted.  
 
Equipment  
 
Areas and Groups may occasionally decide to purchase higher value items intended for use over 
the longer term. Examples include computers, printers and projectors. As with all expenditure, 
such items should be subjected to a consideration of cost-effectiveness and affordability before 
purchase. Depending on the level of charitable funding available to Areas and Groups in any 
given year, it may be that such purchases are declined at Area and/or central office level due to 
affordability considerations. 
 
Note that any items purchased by an Area or Group are only to be used for Ramblers business, 
and are not for personal use. 
 
Please take care of any items of equipment held and remember to follow the instructions on the 
management of fixed assets in the ‘bookkeeping’ factsheet. 
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Conflicts of interest 
 
Each Area and Group committee should put in place policies and procedures to ensure that 
potential conflicts of interest are identified and avoided. A conflict of interest can arise when a 
transaction is undertaken with an individual or business in which a member has a significant 
personal interest or stands to make personal gain, either directly or through close family 
members such as a spouse. For example: 
 
 a decision to print the newsletter with a printer where the husband of a committee member is 

a director of the print business 
 

 a decision to make a grant to a non-Ramblers Group in which a committee member takes a 
leading role 

 
There is nothing inherently wrong in such transactions; however steps should be taken to ensure 
that the transaction is undertaken with our best interests in mind and with full transparency. To 
this end it is recommended that a policy is put in place whereby all members with an interest in a 
decision should declare that interest at the start of any meeting and absent themselves from that 
part of the meeting. They should not take part in any discussion or decision on the matter. 
 
Legacies 
 
From time to time, Areas and Groups may receive a legacy (often from a former member), which 
may be restricted to a particular purpose. If the amount received is substantial you may find that 
you are not able to spend the funds on the specified purpose within a reasonable timeframe. If 
this is the case, please discuss the matter with the Finance team. We may be able to support you 
in identifying how to spend the funds appropriately or alternatively we may be able to ‘pair up’ the 
funding with a suitable project taking place in a local Area or Group, or centrally. 
 
 
Contact the Finance team: areagroupfinance@ramblers.org.uk 

Updated: August 2012 
 
 
 
 
 
 

mailto:areagroupfinance@ramblers.org.uk
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Introduction 
 
This factsheet has been put together following the 2010 General Council ‘good ideas’ session on 
‘using funds effectively’ and a subsequent meeting of the Area Treasurer Sounding Board. The 
information below contains ideas from Area and Group Treasurers on how to make the most of 
Ramblers’ charitable funds. 
 
This factsheet is a ‘living document’ and will be expanded and amended as new information and 
ideas come to light. 
 
1) Walks programmes, newsletters, websites and publicity 
 
Electronic communications  
 
Many Areas and Groups are starting to make their walks programmes and newsletters available 
electronically, by placing them on the Area/Group website and/or by emailing them directly to 
members. Member email addresses are provided by central office to membership secretaries 
each month. 
 
Committees need to decide between an ‘opt-in’ system (i.e. members are asked whether they 
would like to receive communications electronically) or an ‘opt-out’ system (i.e. members receive 
everything electronically unless they request paper copies).  
 
Advantages of electronic communications are reduced (or even zero) costs, quicker and easier 
distribution (allowing instant communication and requiring less volunteer time), reduced 
consumption of paper and the ability to get instant feedback from members. These advantages 
have allowed some Groups to run a rolling walks programme i.e. where walks are arranged only 
a few weeks in advance, allowing more flexibility and requiring less long term planning. 
 
Paper communications 
 
It may not be possible for some members to receive communications electronically, perhaps due 
to lack of access to a computer connected to the internet. 
 
In these cases, several cost-saving ideas have been suggested, such as co-ordinating the 
mailing of Group walks programmes and newsletters with Area mailings where possible, 
combining walks programme and newsletter mailings and buying stamps before price increases 
come into effect. Some Areas have even found that hiring a photocopier or using a printing 
company can be cheaper than home printing for large mailings. 
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2) Meetings, administration and governance 
 
Meetings 
 
Areas and Groups should consider how many official meetings (i.e. AGM plus council/committee 
meetings) they need per year. It is a requirement for Areas and Groups to hold an AGM but some 
Groups (especially the newer 20s-30s Groups) choose to hold no additional meetings.  Other 
Groups however might need more meetings depending on the activities they undertake.  
 
Areas usually hold between 3-6 council meetings per year. It may be possible to reduce this 
number in some cases, provided that this doesn’t reduce the Area committee’s effectiveness.  
 
To reduce the cost and travel time required for meetings, Areas and Groups may consider 
holding meetings ‘remotely’ utilising tele or web conferencing services. If you have any 
experience of using such services for Area/Group meetings please let us know so that we can 
share good practice. 
 
Annual report 
 
Some Areas and Groups have found that not all members are interested in the full detail of the 
annual report, so have begun to send this out on request only. However, if you are planning to do 
this please bear in mind that the accounts should be made available to all members for scrutiny 
sufficiently in advance of the AGM. We suggest therefore that you upload your annual report to 
your Area/Group website and write to your members (once only) to inform them that in future the 
report may be viewed online. 
 
Other Areas produce a combined annual report and newsletter, which saves on costs and 
ensures that the contents are kept as interesting as possible for members. 
 
3) Income generation 
 
Fundraising 
 
Some Areas and Groups collect voluntary donations from members and the wider public in order 
to subsidise their charitable activities. See the factsheet on ‘tax issues’ for more information on 
fundraising events. 
 
Advertising sales 
 
Some Area and Groups generate income through selling advertising space in walks programmes, 
on websites etc. See the factsheet on ‘tax issues’ for guidance on advertising sales. 
 
Publications 
 
Some Areas and Groups have produced local walking guides which are sold to members and the 
wider public at a small surplus. This is considered to be ‘primary purpose’ trading and is allowable 
with no tax implications. Loans may be available from your Area or central office to assist with the 
cost of producing a local publication. Please contact us for more information. 
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4) Walks related expenditure 
 
Maps 
 
Local maps may be paid for from charitable funds, but some Groups ask members for a voluntary 
contribution towards the cost of maps. Other Groups use a map borrowing service from a local 
library, whilst in some Areas one Group holds the maps covering the county/region and other 
Groups are able to borrow these on request. 
 
Walks leader training 
 
Many walks leaders are confident in leading walks safely, based on the experience they have 
gained through years of attending and leading walks. Some Groups choose to offer training for 
walks leaders, either by organising training courses in-house, or occasionally using external 
providers. Where training is desired, Groups should co-ordinate activity to ensure maximum 
value. Some Groups have been able to access free walk leader training through local schemes 
run by councils or health bodies, which is appropriate for some types of walk. Organisationally we 
are exploring the best options to introduce a co-ordinated, voluntary, national training package.  
 
For more information on this see ‘The Way Ahead’ 
(http://www.ramblers.org.uk/Volunteer/AreaGroup/Resources/Led+Walks.htm). If there is 
sufficient demand, central office may be able to arrange walk leader training courses as an 
interim measure – please contact ledwalks@ramblers.org.uk. 
 
5) Miscellaneous 
 
Volunteer expenses 
 
Some Areas and Groups operate a system whereby legitimate expenses are claimed but then 
donated back to the Area/Group. This system is allowable provided that donations back to the 
Ramblers are voluntary and not compulsory. An expense claim form with an optional donation 
section may be used to enable donations back to the Area/Group. There is also potential for Gift 
Aid to be claimed from HMRC on these donations provided that the total value is significant 
enough to warrant this process – please contact us for more information on local Gift Aid claims. 
Note that money has to physically change hands for these donations to be eligible for Gift Aid. 
Note also that the ‘claim and donate back’ system has administrative implications for the 
Treasurer, which should be considered before deciding to operate such a system. 
 
Affiliations  
 
Some Areas and Groups have arranged affiliations with other organisations in order to benefit 
from reduced rate products or services or to receive other incentives beneficial to the Ramblers. 
A small fee is normally charged by the affiliating organisation. Such arrangements are allowable 
provided that they give a benefit which contributes to the delivery of our charitable aims and 
represent value for money. Please check our ‘affiliated organisations’ list (available on the 
Treasurer webpage) before arranging a local affiliation. 
 
Contact the Finance team: areagroupfinance@ramblers.org.uk 

Updated: August 2011 

http://www.ramblers.org.uk/Volunteer/AreaGroup/Resources/Led+Walks.htm
mailto:ledwalks@ramblers.org.uk
mailto:areagroupfinance@ramblers.org.uk
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Registering for VAT 
 
Each Area and Group is a separate organisation for VAT registration purposes. Currently no Area 
or Group exceeds the registration level (£70,000 for 11/12) on ‘VATable’ activities, which include: 
 
 the sale of publications 

 
 the sale of memorabilia (badges, t-shirts etc) 

 
 the sale of advertising in newsletters, publications etc  

 
Therefore, no VAT should be charged on sales, and no VAT can be recovered on purchases.  
 
If you think your Area/Group may exceed the threshold, please let us know. 
 
VAT on printing 
 
If you pay a printing company for your walks programmes, newsletters or annual report to be 
printed, you should not usually be charged VAT as these items are zero-rated. Printers should be 
aware of this, but may need reminding! Full details on the zero-rating of certain printed items is 
contained in HMRC notice 701/10, available at www.hmrc.gov.uk. The relevant sections are 3.1 
to 3.4. 
 
Purchase of advertising 
 
If you wish to place adverts to promote your Area/Group or an upcoming event in a newspaper, 
magazine or on badges, T-shirts etc you should not be charged VAT as this activity is zero-rated. 
When purchasing adverts you should inform the supplier that you are a registered charity and 
that you wish them to “zero rate” their sale to you. The supplier may request written confirmation 
that you are a registered charity. A letter on your standard letterhead, including the Ramblers 
charity registration details should suffice.  
 
Advertising sales 
 
Adverts which are relevant to the Ramblers’ charitable objectives may be placed in Area or Group 
walks programmes, on websites etc in order to generate income. Such adverts would include 
those placed by tourist bodies and adverts for walking gear, holiday companies etc which 
promote walking. The business of selling adverts to organisations which aren’t linked to the 
Ramblers’ objectives, such as adverts for local printers and builders are not allowable due to 
adverse tax implications. 
 
Memorabilia sales 
 
This includes sales of T-shirts, badges, key rings etc. These sales may be considered as ‘trading’ 
for tax purposes if conducted in a “regular and business-like way”. There is an overall limit on the 
amount of income the Ramblers can generate from trading activities before becoming liable to 
tax, therefore Areas and Groups should keep memorabilia sales at a low level.

http://www.hmrc.gov.uk/
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Fundraising events 
  
Charities enjoy a special exemption from both corporation tax and VAT for fundraising events 
providing the following conditions are met:  
 
 The event must be clearly organised and promoted primarily to raise money for the benefit of 

the charity. Social events which incidentally make a profit do not fall within the exemption. 
People attending or participating in the event must be aware of its primary fund-raising 
purpose.  

 
 The event must be a discrete event and not a continuous activity. An event should not 

normally last longer than 1 day. Holidays are specifically excluded. 
 
 The event must not occur more than 15 times a year in the same location. The 15 event limit 

does not apply to fund-raising events where the gross takings from all similar events are no 
more than £1,000 per week. However such activities carried out more than once or twice a 
week are likely to be considered trading activities and not eligible for exemption.  

 
As long as the events fulfil these conditions and generate a surplus, Areas and Groups may 
undertake them without any adverse tax implications. 
 
Gift Aid 
 
Areas and Groups which receive a significant amount of income in donations from individuals 
may wish to claim Gift Aid from the HMRC on these donations, which increases their value by 
28% (reduced to 25% from April 2011). Certain criteria must be fulfilled to do this and claims 
need to be submitted via Ramblers central office. Please contact the central office Finance team 
for more information. 
 
 
Contact the Finance team: areagroupfinance@ramblers.org.uk 

Updated: August 2011 
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Reimbursing volunteers 
 
The Ramblers recognises that many volunteers do not claim for every expense that they incur 
and is grateful for this additional generosity. Nevertheless, we wish to encourage a culture in 
every Area and Group where re-imbursement of expenses is accepted and welcomed.  
 
Committee members, in particular Secretaries and Treasurers have a role to play in ensuring that 
volunteers are able to request re-imbursement for expenses confidently and openly. For 
committee members, the most common expenses are likely to include photocopying or printing, 
postage, travel to meetings and telephone calls. 
 
Mileage and printing rates  Rates reviewed in summer 2012 
 
The Ramblers does not set fixed mileage rates for volunteers. However, every year, the mileage 
rate for trustees is established and Areas and Groups are encouraged to use this as a guide in 
setting their own rates. The current mileage rate for trustees is 28p/mile. In practice, Areas and 
Groups often reimburse mileage at a lower rate. 
  
Printing rates are established to re-imburse volunteers who print out information for the Area or 
Group on their own printers. Areas and Groups can set their own rates as they feel appropriate. 
As a guide, we currently suggest that 5p/sheet is a reasonable rate.  
 
Claiming expenses 
 
The points below should be followed when submitting and authorising expense claims: 
 
 Before incurring expenses you should always check that they are in line with the expenses 

policy of your Area/Group and if necessary get agreement from the committee. 
 A claim form should be completed and returned to the Area/Group Treasurer. Claims should 

contain an appropriate level of detail to allow the reviewer to establish the date, supplier, 
nature of the expense, amount and how this has been calculated (if applicable). A template 
claim form is available on the volunteer section of the Ramblers website: 
www.ramblers.org.uk/volunteer. 

 Expenses should be backed up by receipts or other documentation where possible. 
 Claim forms should be signed as authorised by the Treasurer.  
 A balance should be maintained between submitting claims frequently enough to enable the 

Area/Group to manage its cash flow, whilst avoiding making several small claims within a 
short time frame. In general, claims should be made within 3 months of the expense. 

 
Tax implications 
 
Please note that all expense payments need to be based on actual expenses incurred on 
Ramblers business. If expenses are paid at a fixed rate we risk incurring additional tax liabilities 
and the Area/Group may be deemed to be an employer, which has various onerous implications. 
 
It is allowable (and often sensible) though to cap expense claims in order to keep expense 
payments affordable. Any capping of expenses should be clearly laid out in a written policy. 

http://www.ramblers.org.uk/volunteer
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Expenses for ‘recce-ing’ walks 
 
The following guidance has been developed in 2010 following discussions held with Area and 
Group volunteers, and in consultation with the Area Treasurer Sounding Board. This replaces any 
guidance previously issued on the topic of pre-walk reconnaissance (or ‘recce’) expenses. 
 
Every year our Areas and Groups organise about 28,000 walks, each led by a volunteer walks 
leader. To ensure that these walks are safe, walks leaders often carry out a pre-walk ‘recce’, for 
which they may incur out-of-pocket expenses. Although we would like to be able to reimburse all 
such expenses, unfortunately we do not have sufficient funds available to do this. In practice, the 
vast majority of our walks leaders do not claim any expenses incurred in carrying out pre-walk 
recces, and we are very grateful for this. 
 
However, we recognise that some walks leaders may not be able to afford to pay their own recce 
costs, and we recommend in this case that Areas and Groups meet any such reasonable 
expenses where claimed. We would not expect volunteers to have to provide evidence of their 
financial circumstances and as such, there is an element of trust in the individual concerned. 
 
If you are planning to reimburse walks leaders’ recce expenses, please consider the following: 
 
 Areas and Groups are responsible for setting local policies on the claiming of recce 

expenses. In particular, it is advisable to establish limits on such expense claims, to keep the 
level of claims manageable. A limit on the maximum claim amount per recce is 
recommended. In addition, it may be advisable to limit the mileage rate for recce expenses to 
a level below the guidance rate (see the section on mileage rates above). 

 
 Whatever policies are put in place for the reimbursement of recce expenses, all claims have 

to be based on actual expenses incurred (see the section on tax implications above). 
 
 We suggest that walks leaders who are planning to claim their recce expenses discuss this 

with the committee before incurring any costs. 
 
 Areas and Groups should only allow one recce expense claim per route for each leader, 

unless sufficient time has passed since the last recce of that route to warrant another recce. 
 
 For coach trips, recce expenses (if paid) can be factored into the price of a seat on the 

coach. This allows walks leaders to claim their expenses with no cost to the Area or Group. 
 
 For holidays (i.e. walks involving one or more overnight stops) most Areas and Groups do 

not reimburse recce expenses. If you do wish to reimburse walks leaders for holiday recces, 
we would advise that contributions are sought from trip participants. 

 
 
Contact the Finance team: areagroupfinance@ramblers.org.uk 

Updated: August 2012 
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External grant funding 
 
Areas and Groups may wish to apply to an external organisation (e.g. a local council) for grant 
funding to carry out a particular charitable project. In order to ensure sufficient support and 
resources to carry out the project and to minimise any risk involved to individuals or the Ramblers 
as a whole, the following process must be followed: 
 
 Before applying for the grant, the project must be approved by the Group/Area committee (for 

Groups, your Area may also wish to approve the project). In order to carry out this approval 
process, the ‘project lead’ (i.e. the person with overall responsibility for the project) should 
prepare a written project plan, to include:  
 

o their contact details 
o the project title, description and expected start and end dates 
o involvement of other organisations (if applicable) 
o expected achievements and deliverables of the project, including how the project 

helps to deliver the Ramblers’ charitable aims 
o ongoing obligations and potential risks of the project (see notes below) 
o amount of grant and a timetable of planned expenditure  

 
The Group/Area committee should consider all elements of the project plan to ensure that the 
project is appropriate and a good use of Ramblers resources. Particular consideration should 
be given to the ongoing obligations and potential risks of the project (see notes below). Also 
give consideration to whether sufficient funds are available to support the project until receipt 
of grant funding. 
 
Please ensure that a written record of the project approval is kept – for example, the minutes 
of the committee meeting in which the project was approved. 
 

 Projects either attracting funding equal to or greater than £5,000 or perceived by the 
Group/Area to carry significant risks or ongoing obligations (see notes below) must then be 
referred to the central office Finance team. This step is important because the Ramblers 
as an organisation will be ultimately responsible for the project and any associated obligations 
and liabilities. 

 
In this case please provide us with a copy of the project plan. We will review the project and 
consider any ongoing obligations and risks involved, and may also be able to provide 
guidance and support with the funding application. 

 
 Once the above process has concluded, the Area/Group can then submit a grant bid to the 

external organisation. The outcome of this bid should be communicated to Area and to the 
Finance team if the project was referred to us during the above process. 

 
 The project lead should provide the Area and the Finance team (again, if we were involved 

during the above process) with progress updates on a regular basis for the duration of the 
project. It is recommended that these updates are given on a quarterly or six-monthly basis, 
depending on the duration of the project. 
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Notes: 
 
 The term ‘ongoing obligations’ means any expectation that the Ramblers will continue to 

deliver or support the project beyond the funding period. For example, this may include 
ongoing maintenance of footpaths/stiles or ongoing delivery of walking programmes. If you 
need any further clarification, please contact the central office Finance team. 
 

 Risks may include repayment of grants and potential fines for non-compliance with funding 
conditions, possible claims against the Ramblers, e.g. in the event of personal injury, or 
reputational risk in the event of project failure. If there is any doubt, please contact the central 
office Finance team. 
 

 Project support may be available from central office, for example the provision of advice on 
footpath matters. If central office support is likely to be needed, the project plan should be 
sent to us before submission of the grant bid (regardless of funding amount or risk), including 
an indication of the type and amount of support likely to be required. 

 

 This factsheet is subject to revision in future as we develop our advice and support for locally 
funded Area and Group projects. Any significant amendments to this guidance will be posted 
on the news page of our volunteer website: www.ramblers.org.uk/volunteer. 

 
 
Contact the Finance team: areagroupfinance@ramblers.org.uk 

Updated: August 2011 
 
 
 
 
 
 

http://www.ramblers.org.uk/volunteer
mailto:areagroupfinance@ramblers.org.uk
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Displaying charity details 
 
The Ramblers is obliged, as a registered charity and company, to comply with charity and 
company legislation.  We therefore need to clearly display our registered status on printed and 
published material.  Please ensure that the following wording is written legibly on all new or re-
printed stationery: 
 
 
The Ramblers’ Association is a company limited by guarantee, registered in England and Wales.  
Company registration number: 4458492.  Registered Charity in England and Wales number: 1093577. 
Registered office: 2nd floor, Camelford House, 87-90 Albert Embankment, London SE1 7TW. 
 
In addition, Areas and Groups in Scotland should also include our Scottish charity registration 
using the following wording: 
 
Registered Charity in Scotland number: SC039799. 
 
 
Stationery items include the following: 
 
 Business stationery 
 Group and Area programmes and newsletters 
 Written or printed materials seeking donations or support 
 Business letters, order forms, invoices, receipts and cheques 
 Official e-mails (as a ‘foot-note’) 
 Websites (in particular, any page which asks people for donations or other support, an ‘about 

us’ page, or a page that displays any legal notices) 
 
If you are in doubt whether to use the wording, our advice would be to do so.  It can be in small 
type-size as long as it is legible. 
 
 
 
 
Contact the Finance team: areagroupfinance@ramblers.org.uk 

Updated: October 2010 
 
 
 
 
 
 

mailto:areagroupfinance@ramblers.org.uk
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